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6. Diririon and Office Function What is the function of the Divisi%%%%%ce in which this record series is created? 

-. ~ n s  Dlv&rsi.on C e n t e r  Program'under t h e  Probat ion  Div i s ion ' s  d i r e c t i o n ,  provides  an 
a l t em.a t ive  t o  p r i s o n  f o r  margina l  r i s k ,  non-violenz o f f ende r s .  
they work a t  . m t s i d e  jobs, make r e s i t i t u t i o n  t o  t h e i r  v i c t i m s ,  cor . t r ibute  t o  t h e i r  room 
and board,  t o  t h e  suppor t  of the i r  farr . i l ies ,  pay f i n e s ,  c o u r t  c o s t  and lawyers fees .  
In a d d i t i o n ,  each r e s i d e n t  p a r t i c i p a t e s  i n  s0m2 form of com.unitv s e r v i c e  as s p b o l i c  
r e s t i t u t i o n  f o r  h i s l h e r  of fense .  Divers ion  Cent.ers provide  supe rv i s ion  and a -- 
s t r u c t u r e d  l i v i n g  enviroment i n  a co rnun i ty  r e h a b i l i t a t i e e  s e t t i n g .  
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Wtiile at tire Center ,  



kmch copy or e x a n  of laws or rrplations. Explain administrative need. 
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ir ~~~~~d olby,rrsition ~ m s ' , i , a  This apcrcy r e q n m a n d j  t h a t  th3 file seiies k cut off a: the  end cf each: 
1 . 0 Calandx Yeer: 0 Fircal Year: 0 Orher then, 
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lTGXh(d yezrkl; thtn 0 Hold in ma current i i ies area 
0 Trrnder to lo=I holding arel ;  hold 
c! Trznrfer to Slam R m r d s  (Sntsr; ho:d 
0 0smoy. 
0 Trcnger to Sfam Arohives for pqanen: reteniion. 
0 0 t h  (*TlF/J 

year(s1: then 
yezr(s); ;hen 
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Cut off file when client has .been released from Diversion Center 
Probation  of ficers-^supervision.'~ Then 

Ai- If client has _ _  not satisfied his/her probation sentence, make copy and 
send to receiving probation officer, place original payment ledger 
card in resident case history file after internal audit; hold four 
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~~ ~ ~~ . years i then d~esS_roy . ~ ~ ~ -  ~ . ~ ~ -I__.-- .~ 
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B. If client has satisfied his/her probation sentence, place payment 
ledger card in-sident Case History File after internal audit; hold 

.~ ~ four years;~ then destroy. ~~ . 

T h r - ~  inmucionc app1'i to all p i o r  and future ac;.;ml;l:::cnr of L!? s ~ i c s .  
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